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[ May 1957
MEMORANTUM W CIA Linymry
coren [ 2
SUBJECT : Trecing of Documents Requested hile in<Frocess.

1. Duripg the next several weeks wvhile the OCR Divisions comcerved are
gaoing up to prescribed jrocessing and service tine schedules, wiil
you please route o this office all requests for docunents which you
do ot locete in your own files ané whick you judge to be in rocesein
in Docoment Division., 4 soeon ao we can develop sutisfactory search
ocedaras we will designete an lnddviduel in the Nvision tw whom you
and your siaff may then refer all seerch reguesta.

2, We would like to sugpest the foliowing working rules until further
notioe:

8. Priority requests - tolephona to Document DMvision on ext. 35kl.r,

b. Written recmests - fopward to Chief, Document Divisiocu by buck- 25X1A
8l1 b P.M. daily, sigoed by & smnior supsrvisor (NG
25X1A h who will bave perfommed & final screening
to warily thet dbe recpuest ahould be trensfesrad.

1) Reguests for State Dept. docunents which sre tdentiffec by
degpatch msber - Docunent Mvieion will deteraine 7-digit cone
trol mmber and recover the haydscopy docusent for reproductica
if atill in Diviston. If procsssing has boen Lindshel and
docursnt destecyel or routed, Document DMvisgion will forwsrc
requests o Machine Division (with batch cortwrol numter) for
rocovery fram 1.

2) Requests for Defersme documemts - (Circulsticn Brench wlll cbisin
T-digit confrel madber f20: source agemcy 16 not supplied by
raquester): Docwent Division will tomce in 1) above.

3} Requests for CIA cocumemte: Docoment Division willi troce an
in 1) sbove.

25X1A
Chief, Document Division
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